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Grantee Manual 
Introduction 

Congratulations on your Coastal Conservancy grant award! This Grantee Manual tells you, the grant 

recipient, what to expect as you manage your Conservancy grant. It also provides links to key documents 

we, the Coastal Conservancy, may require as part of your grant. The Grantee Manual is arranged by 

chapters that address key questions you may have about your Conservancy grant. 

The rules and processes described in this manual are designed to help your grant-funded project be a 

success, ensure timely payments to you, and help your grant pass an audit without problems (all Coastal 

Conservancy grants can be audited by the State’s Department of Finance, either during or after the 

completion of the grant-funded project). An overview of the grant process is provided on the following 

page.  

Contact your Conservancy Project Manager if you have questions about your Conservancy grant. We are 

here to help you and make sure your project is a success! 
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1) How do I get my grant? 

After the Conservancy Board approves your grant, we need you to complete an STD-204 form. Your 

project manager will send you the form through DocuSign for you to fill out and sign. We use the 

information on this form to set up your grant agreement and create a payment pathway to your 

organization. Be sure the information you enter on this form exactly matches your organization’s legal 

name and mailing address for receiving payments. 

Once you have provided the STD-204 form, we will prepare a grant agreement for you to review and 

sign. To prepare the grant agreement, we also need the name, title, mailing address, phone number and 

email address of the person who will sign the grant agreement. The grant agreement includes various 

requirements that come with public funding. Some of the most common requirements are explained in 

our Typical Grant Agreement Terms document. Additional project-specific requirements may also be 

set by the Conservancy Board and can be included in your grant agreement. Please note that finalizing 

the grant agreement may take several weeks or longer. 

You must review the grant agreement closely. When you sign the grant agreement, you are legally 

agreeing to meet all the requirements in the agreement. This is your main responsibility as a grantee. 

The grant agreement lists three important dates. You should track these closely: 

Work Completion Date: last day of work that you can bill to your grant. 

Final Request for Disbursement submittal date: due date for your final grant billing. 

Grant Termination Date: day your grant legally expires. 

If the Conservancy will fund any part of your grant with Federal grant funds the Conservancy has 

received, you must also complete a Federal Sub-Awardee Questionnaire. Your Conservancy Project 

Manager will let you know if this is the case with your grant.  

If you are a non-profit organization, we will also need a copy of your IRS letter that confirms your 

organization’s status as a 501(c)3. 
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https://scc.ca.gov/webmaster/ftp/pdf/forms/std204.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/typicalgrantagreementterms.pdf
file://///COAST10/Share/Programs/Environmental%20Justice/JEDI%20Subcommittee%202%20Funding/Grantee%20Manual/Grantee%20Manual%20Linked/10-28-2022%20Updated%20Grantee%20Manual/Federal%20Sub-Awardee%20Questionnaire
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2) When can I start work under my grant? 

A signed grant agreement does NOT allow you to start spending your grant. You CANNOT start work 

under your grant until you receive a written Notice to Proceed from your Conservancy Project Manager.  

To get your Notice to Proceed, you must complete all the “Conditions Precedent to Commencement of 

Project and Disbursement” listed in your grant agreement and have them approved by your 

Conservancy Project Manager. “Conditions Precedent” means items you must provide us before any 

spending can begin under your grant. Please note: Completing all Conditions Precedent may take several 

weeks or longer. 

All our grants require the following Conditions Precedent: 

BOARD RESOLUTION 

Your organization must pass a formal resolution, signed by your appropriate authorities, that a) 

agrees to accept Conservancy grant funds, and b) identifies the positions in your organization 

who are allowed to negotiate and execute agreements related to the Conservancy grant. This 

resolution can be passed: 

o before your grant has been awarded, or  

o after your grant has been awarded. 

It is your decision whether you pass this resolution before or after we award your grant. Choose 

what works for your Board’s schedule and needs. 

WORK PROGRAM 

The Work Program is a very important roadmap for what you will accomplish with your grant. It 

must detail the specific tasks, deliverables, project schedule, and a task-level budget for your 

funded project.  

o Our Work Program Template can help you organize all this information.  

o Our Budget Template can help you build a task-level budget showing how your 

grant will be spent on the project. You can create this in the excel template and 

then copy it over into your Work Program.  

o Please read our budget guidelines for non-profit organizations or budget 

guidelines for agencies and universities to understand our budget 

requirements and spending rules.  

Your assigned Conservancy Project Manager is an important resource and will work with you to 

develop a successful Work Program for your project! The Work Program exists outside of your 

grant agreement, so it can be relatively easily amended over time if changes are needed (see 

Chapter 5: What if I need to make changes?). 

  

  

https://scc.ca.gov/webmaster/ftp/pdf/forms/samplenoticetoproceed.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepreaward.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepostaward.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/workprogramtemplate.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/workprogrambudgettemplate.xlsx
https://scc.ca.gov/webmaster/ftp/pdf/forms/budgetguidelinesnonprofit.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/budgetguidelinespublicagencies.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/budgetguidelinespublicagencies.pdf
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INSURANCE DOCUMENTATION 

Your grant agreement specifies types and levels of insurance your organization must carry while 

spending your Conservancy grant. To ensure these insurance requirements are being met, we 

require copies of your organization’s insurance policy certificate that: a) show the required 

types and levels of insurance, b) lists State of California as an “Additional Insured”, and c) 

references your Coastal Conservancy grant agreement number. Your insurance agent should be 

able to provide these certificates to you.  

 

In addition to these universal conditions, your grant agreement may require additional Conditions 

Precedent based on project type or specific circumstances of your project. Below are the additional 

Conditions Precedent typically required for construction and acquisition projects.  

 

CONSTRUCTION PROJECT DOCUMENTATION 

“Construction” projects include any project where something will be built, removed, restored, 

planted, or will otherwise physically alter the environment. You will need to provide evidence 

that all permits and approvals required to implement the project have been obtained. Typically, 

this is done by simply emailing us a copy of the relevant permits.   

If your project will take place on land you do not directly own, you will also be required to 

provide evidence that you have written agreements with the landowner sufficient to enable you 

to implement, operate, and maintain the project. These agreements are required by Section 

31116(d) of the Public Resources Code and are often referred to as a 31116(d) agreement. 

In addition, a grant for a construction project may require compliance with Prevailing Wage 

rules, Performance and Payment Bonds, or other types of documentation. 

If your construction project grant is for a wetland or riparian restoration project, you may need 

to complete certain types of project monitoring. One type of monitoring we commonly require 

is called a California Rapid Assessment Method (CRAM) habitat assessment (see Chapter 7: 

What else will help make my project a great success?) 

 

ACQUISITION PROJECT DOCUMENTATION 

If your grant is for acquisition of property (either in fee or an easement), you will need to submit 

numerous documents to us for review and approve before proceeding with the property 

purchase. Our Acquisition Checklist identifies and explains the types of documents we typically 

need to review. Your project manager will work with you to identify any necessary additional 

documents for your acquisition project. 

 

https://scc.ca.gov/webmaster/ftp/pdf/forms/samplecertofinsurance.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/31116dexampleagreement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/prevailingwage.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/prevailingwage.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/acquisitionchecklist.docx
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3) How do I get paid? 

To get paid, you must bill the Conservancy using our Request for Disbursement Form (also available in 

Excel format). Detailed Request for Disbursement Form Instructions explain how to complete the RFD 

form, backup documentation requirements, and how to submit your invoice package. If your approved 

grant budget includes project-related travel costs, the Travel Reimbursement Guidance details specific 

rules and rates for billing those expenses.  

Each invoice package must include a Progress Report that describes work completed and/or issues that 

arose during the billing period. If you have an Explore the Coast grant, please use the Explore the Coast 

Progress Report Template. 

Be aware that for most of our grants, we will withhold 5% of each billing and will pay you that money at 

the end of the project when you have completed all of the grant close-out steps (See Chapter 6. How do 

I wrap up my grant?). This 5% is referred to as the “Withholding”.  

For most grants, you should bill us at least quarterly, and no more frequently than monthly. Email your 

Request for Disbursement Form, backup documentation, and a progress report to invoices@scc.ca.gov 

and also mail a hard copy of these documents to: 

Attn: Contracts 

State Coastal Conservancy 

1515 Clay Street, 10th Floor 

Oakland, CA 94612 

Once your invoice is received and reviewed by us, we will route it to you for signature via DocuSign, an 

e-signature platform. You do not need to download any software to be able to sign via DocuSign. It 

typically takes at least three weeks after we approve your invoice for the State Controller to pay you.  

An invoice tracking spreadsheet that shows each of your submitted invoices can be a helpful internal 

project management tool over the lifetime of your grant.  
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https://scc.ca.gov/webmaster/ftp/pdf/forms/rfd.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdform.xlsx
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdinstructions.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/scctravelcost.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdprogressreport.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/etcprogressreport.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/etcprogressreport.docx
mailto:invoices@scc.ca.gov
https://scc.ca.gov/webmaster/ftp/pdf/forms/invoicetracking.xlsx
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4) How do I handle sign and funder acknowledgement 

requirements? 

As part of your grant agreement, we require that you publicly acknowledge Coastal Conservancy funding 

for your project and/or program. Prior to beginning your project, you must submit a plan to your 

Conservancy Project Manager for how you will acknowledge your Conservancy grant.  

For construction projects, this includes a plan for installing signs that contain our logo at the project site. 

Use of the Coastal Conservancy name and logo on signs must be approved in advance by your 

Conservancy Project Manager.  

Our Guidance Plan for Signage and Acknowledgement details our requirements and suggestions 

around acknowledging Coastal Conservancy funding. Our Logo and Signage Guidance provides basic 

design guidelines for using the Coastal Conservancy logo.  

 

 

 

 

 

  

https://scc.ca.gov/webmaster/ftp/pdf/forms/signageandacknowledgement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/logoguidance.pdf
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5) When should I communicate with my Conservancy Project 

Manager? What if I need to make changes? 

Clear, open communication makes for more successful projects. If you experience a problem or 

challenge on your project, please contact your Conservancy Project Manager as early as possible. For 

example, if you are unsure whether a project cost can be paid for by your grant, please contact your 

Conservancy Project Manager before you spend the funds.  As project partners, we are here to help 

navigate challenges and co-develop solutions. 

We understand the unexpected can happen: projects get delayed, budget needs shift, deliverables 

evolve. Some of these things can be resolved by amending your Work Program, which you can do via 

emailed approval from your Conservancy Project Manager.  

Other issues may require an amendment to your grant agreement. To request a change to your grant 

agreement, you should first discuss the issue with your Conservancy Project Manager. Then, email them 

a written request that specifies the desired change, justifies the change, and if necessary, includes a 

copy of your Work Program showing requested changes in track-changes. Please note that grant 

agreement amendments must be completed prior to your grant agreement’s Termination Date. 

 

 

 

  



Coastal Conservancy Grantee Manual 

11 

6) How do I wrap up my grant? 

To close your grant, first check that you provided your Conservancy Project Manager with all 

deliverables listed in your Work Program. Additionally, for construction projects, your Conservancy 

Project Manager will need to do a final site inspection.  

Once all deliverables have been provided and accepted by your Conservancy Project Manager, you are 
ready to submit any final billing and Request for Disbursement of Withholding. To request withholding, 
use the Request for Disbursement Form, and fill out the “Release of Withholding” to request the funds 
we previously withheld from your invoices.   

If your organization provided required match as part of the grant, you need to provide a Documentation 

of Match Letter. This letter details what your organization provided as match, when it was provided, 

and how you calculated the value of that match contribution. Your Conservancy Project Manager will let 

you know if this is required for your grant. 

If you have an Explore the Coast Grant, you must also complete and submit an Explore the Coast Final 

Progress Report for your project. 

Finally, we ask that you complete an anonymous survey about your experience managing your 

Conservancy grant. This feedback will help us improve our systems and communication to better serve 

you and other grantees in the future.  

  

https://scc.ca.gov/webmaster/ftp/pdf/forms/samplerfdwitholding.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/matchletter.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/matchletter.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/etcfinalprogressreport.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/etcfinalprogressreport.docx
https://www.surveymonkey.com/r/3FZXBKV
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7) What else will help make my project a great success? 

 

Our Tips for Meaningful Community Engagement handout provides important considerations and 

strategy ideas for designing and cultivating robust, inclusive community engagement as part of your 

project efforts. 

 

 

Our Tips for Equitable Workforce Development in Environmental Conservation Projects outlines a variety 

of workforce development practices that will help organizations advance equity goals and benefit local 

and systematically excluded communities. Including workforce development in your project increases 

the project benefit making it more competitive for funding and helping us to maximize the benefits of 

public money. Several of the suggested workforce development practices can be included in your 

Coastal Conservancy grant’s project budget. 

 

Our Guidance for Wetland Monitoring details specific requirements for wetland and riparian 

restoration projects. This includes how to contract and conduct California Rapid Assessment Method 

(CRAM) wetland assessments that may be required under your grant agreement.  

https://scc.ca.gov/webmaster/ftp/pdf/forms/tipsformeaningfulcommunityengagement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/tipsforworkforcedevelopment.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/wetlandmonitoring.pdf
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8) Index of Forms, Guidance and Sample documents 

Forms 
• Acquisition Checklist 

• Budget Template 

• Federal Sub-Awardee Questionnaire 

• Progress Report Template 

• Progress Report Template - Explore the Coast Projects 

• Project Report Template - Explore the Coast Final Report 

• Request for Disbursement Form in Excel format 

• Request for Disbursement Form – in pdf 

• RFD/Invoice tracking spreadsheet 

• STD-204 form 

• Work Program Template 

Guidance & Sample Documents 
• Budget guidelines for agencies and universities 

• Budget guidelines for non-profit organizations 

• Guidance for Wetland Monitoring 

• Guidance Plan for Signage and Acknowledgement 

• Logo and Signage Guidance 

• Prevailing Wage rules 

• Request for Disbursement Form Instructions 

• Tips for Meaningful Community Engagement 

• Tips for Equitable Workforce Development 

• Travel Reimbursement Guidance 

• Typical Grant Agreement Terms 

Sample Documents 
• 31116(d) agreement 

• Board Resolution - before your grant has been awarded 

• Board Resolution - after your grant has been awarded 

• Documentation of Match Letter 

• Insurance policy certificate 

• Notice to Proceed 

• Request for Disbursement of Withholding 

 

 

 

https://scc.ca.gov/webmaster/ftp/pdf/forms/acquisitionchecklist.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/workprogrambudgettemplate.xlsx
https://scc.ca.gov/webmaster/ftp/pdf/forms/federalpreawardquestionaire.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdprogressreport.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/etcprogressreport.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/etcfinalprogressreport.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdform.xlsx
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfd.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/invoicetracking.xlsx
https://scc.ca.gov/webmaster/ftp/pdf/forms/std204.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/workprogramtemplate.docx
https://scc.ca.gov/webmaster/ftp/pdf/forms/budgetguidelinespublicagencies.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/budgetguidelinesnonprofit.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/wetlandmonitoring.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/signageandacknowledgement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/logoguidance.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/prevailingwage.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdinstructions.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/tipsformeaningfulcommunityengagement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/tipsforworkforcedevelopment.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/tipsforworkforcedevelopment.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/scctravelcost.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/typicalgrantagreementterms.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/31116dexampleagreement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/31116dexampleagreement.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepreaward.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepreaward.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepostaward.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepostaward.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/matchletter.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/matchletter.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/samplecertofinsurance.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/samplenoticetoproceed.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/samplenoticetoproceed.pdf
https://scc.ca.gov/webmaster/ftp/pdf/forms/samplerfdwitholding.pdf

